Microsoft 365 Training

Get up and running quickly with the basic info you need to be productive right away.

e What is Microsoft 365 for business?

e Microsoft 365 Resources

e Office Cheatsheets




What i1s Microsoft 365 for
business?

With Microsoft 365 for business, connect employees to the people, information, and content they
need to do their best work, from any device.

Depending on your subscription plan, the benefits of your Microsoft 365 for business subscription
may include:

o

The latest versions of Office apps like Word, Excel, and PowerPoint.
Email and calendars using Outlook and Exchange.

1 TB of OneDrive storage.

Frequent updates and upgrades not available anywhere else.

o

o

o

Microsoft 365 help and training

Microsoft 365 training

What's new in Microsoft 365

Set up Office apps and email on a mobile device

What is Microsoft 365 for business?



https://support.office.com/office-training-center
https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-365-95c8d81d-08ba-42c1-914f-bca4603e1426
https://support.microsoft.com/en-us/office/set-up-office-apps-and-email-on-a-mobile-device-7dabb6cb-0046-40b6-81fe-767e0b1f014f
https://support.microsoft.com/en-us/office/what-is-microsoft-365-for-business-56e60c2b-1929-4a04-bd9b-ff5b844364f3

Microsoft 365 Resources

Microsoft 365 provides a suite of cloud-based applications that complements educational and
business environments. Many of the products are free of charge and similar to other no-cost
product offerings. These products do not replace existing offerings but provide additional flexible,
tools that are available online.

All products are available in the Microsoft portal at https://www.office.com.

To sign in:

1. Go to https://www.office.com.

2. To log in, enter your full A-State email address. (username@astate.edu or

username@smail.astate.edu) Click Next

3. If prompted to choose a Work or school account or a Personal account, always pick
the Work or school account.

4. You will be directed to authenticate with your University credentials. Enter your password
and click Sign in or press ENTER.

Products can generally be accessed 24x7 using a computer, tablet, smartphone or other device
with an Internet connection.

Resources
Word

e Quick Start Guide

Word for Windows Training

Word Help
Keyboard shortcuts for Word

Word for Mac Help

Download PDF: Word Quick Start Guide

Excel

Quick Start Guide

Excel for Windows Training

Excel for Mac Help

Download PDF: Excel Quick Start Guide



https://www.office.com
https://www.office.com
mailto:username@astate.edu
mailto:username@smail.astate.edu
https://support.microsoft.com/en-us/office/create-a-document-in-word-for-the-web-b406a6f9-341e-45f2-b9ac-ed85b6f7b8f6?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/word-for-windows-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae73?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/word?wt.mc_id=otc_word&ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/keyboard-shortcuts-in-word-95ef89dd-7142-4b50-afb2-f762f663ceb2?wt.mc_id=otc_word&ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/word-2016-for-mac-help-c3292414-89c0-46e5-82a7-d55a1720f3bd
http://download.microsoft.com/download/1/2/6/1269C192-F79E-4918-B737-D828E0522349/Word%20QS.pdf
https://support.office.com/en-us/article/create-a-workbook-in-excel-for-the-web-63b50461-38c4-4c93-a17e-36998be0e3d0?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb?ui=en-US&rs=en-US&ad=US
https://support.microsoft.com/en-us/office/2010f16b-aec0-4da7-b381-9cc1b9b47745
http://download.microsoft.com/download/5/3/0/5303FC2D-E52C-41F9-A4E3-EC99D7D7019D/Excel%20QS.pdf

Outlook

e Quick Start Guide

Outlook Training

Outlook Help
eBook: Outlook Tips & Tricks

Download PDF: Outlook Quick Start Guide

PowerPoint

Quick Start Guide

PowerPoint Training

PowerPoint Help

PowerPoint for Mac Help

Download PDF: PowerPoint Quick Start Guide

OneDrive

e Quick Start Guide

OneDrive Training

OneDrive Restrictions and Limitations

OneDrive Help

Download PDF: OneDrive Quick Start Guide

OneNote

e Quick Start Guide

e OneNote for Windows 10 Training

e OneNote Help Center (all versions)

e Download PDF: OneNote Quick Start

To Do

e Quick Start Guide

e To Do Training and Help

Teams

e Training Videos

e Help & learning



https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-e9da47c4-9b89-4b49-b945-a204aeea6726
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.office.com/en-us/outlook
https://support.microsoft.com/en-us/office/ebook-outlook-2016-tips-tricks-bed29d37-c6c2-4008-b58a-ce058cc49a43
http://download.microsoft.com/download/5/E/7/5E7E239F-B465-4D39-888F-8A5CCEF7A8AD/Outlook%20QS.pdf
https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617
https://support.microsoft.com/en-us/office/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787
https://support.microsoft.com/en-us/office/powerpoint-help-5395bb85-eb6f-47fa-b5af-52996bac819e
https://support.microsoft.com/en-us/office/powerpoint-2016-for-mac-help-89809457-4470-4f79-a4d6-835cd366f7d7
http://download.microsoft.com/download/C/B/A/CBA4A381-0368-4F65-A981-9E2501603421/PowerPoint%20QS.pdf
https://support.microsoft.com/en-us/office/upload-and-save-files-and-folders-to-onedrive-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.microsoft.com/en-us/office/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.microsoft.com/en-us/office/restrictions-and-limitations-in-onedrive-and-sharepoint-64883a5d-228e-48f5-b3d2-eb39e07630fa
https://support.microsoft.com/en-us/office/onedrive-for-work-or-school-help-1eaa32e9-3229-47c2-b363-0a5306cb8c37
https://resources.techcommunity.microsoft.com/wp-content/uploads/2018/11/MS_Office_Quickstart.OneDrive.pdf
https://support.microsoft.com/en-us/office/create-a-notebook-in-onenote-6be33cf9-f7c3-4421-9d74-469a259952d3
https://support.microsoft.com/en-us/office/onenote-video-training-1c983b65-42f6-42c1-ab61-235aae5d0115
https://support.office.com/onenote
http://download.microsoft.com/download/A/7/9/A796EF52-EB3C-402B-9DDC-2AB30E56E30E/OneNote%20QS.pdf
https://support.microsoft.com/en-us/office/plan-and-connect-with-microsoft-to-do-f64171ef-f550-4151-bae3-492720f3f1aa
https://support.microsoft.com/en-us/todo
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://support.microsoft.com/en-us/teams?wt.mc_id=otc_microsoft_teams&ui=en-us&rs=en-us&ad=us




Office Cheatsheets

Cheat sheets are quick reference guides, giving you keyboard shortcuts to complete MS Office
actions and functions easily and efficiently as well as small how-to sections for crucial features.

Office Cheat sheets are available from Microsoft for both Windows and Mac OS.

What are keyboard shortcuts?

Shortcuts use a combination of keys to perform an action or function.

For example: to save a document in Windows, hold down the Control key and S.

What are the benefits of using shortcuts?

Shortcuts cut down the time it takes to complete a function or action. They can speed up processes
from data entry to formatting a presentation.

Keyboard shortcuts can be faster than using the mouse. As you gradually replace the the mouse
with keyboard shortcuts, you can save time on the regular actions. If you add up these little time-
savings, they can make a big difference to your efficiency at work.


https://support.microsoft.com/en-us/office/office-cheat-sheets-61abfe7b-1c43-483c-b82b-3806d80e027e

